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accommodation, in order to be considered 
qualified for the position. For instance, the 
contractor which has a security guard posi-
tion which requires the incumbent to inspect 
identity cards would not have to provide a 
blind disabled veteran with an assistant to 
perform that duty; in such a case, the assist-
ant would be performing an essential func-
tion of the job for the disabled veteran. Job 
restructuring may also involve allowing 
part-time or modified work schedules. For 
instance, flexible or adjusted work schedules 
could benefit disabled veterans who cannot 
work a standard schedule because of the need 
to obtain medical treatment, or disabled vet-
erans with mobility impairments who depend 
on a public transportation system that is not 
accessible during the hours of a standard 
schedule. 

9. Reasonable accommodation may also in-
clude reassignment to a vacant position. In 
general, reassignment should be considered 
only when accommodation within the dis-
abled veteran’s current position would pose 
an undue hardship. Reassignment is not re-
quired for applicants. However, in making 
hiring decisions, contractors are encouraged 
to consider applicants who are known dis-
abled veterans for all available positions for 
which they may be qualified when the posi-
tion(s) applied for is unavailable. Reassign-
ment may not be used to limit, segregate, or 
otherwise discriminate against employees 
who are disabled veterans by forcing re-
assignments to undesirable positions or to 
designated offices or facilities. Employers 
should reassign the individual to an equiva-
lent position in terms of pay, status, etc., if 
the individual is qualified, and if the posi-
tion is vacant within a reasonable amount of 
time. A ‘‘reasonable amount of time’’ must 
be determined in light of the totality of the 
circumstances. 

10. The contractor may reassign an indi-
vidual to a lower graded position if there are 
no accommodations that would enable the 
employee to remain in the current position 
and there are no vacant equivalent positions 
for which the individual is qualified with or 
without reasonable accommodation. The 
contractor may maintain the reassigned dis-
abled veteran at the salary of the higher 
graded position, and must do so if it main-
tains the salary of reassigned employees who 
are not disabled veterans. It should also be 
noted that the contractor is not required to 
promote a disabled veteran as an accommo-
dation. 

11. With respect to the application process, 
reasonable accommodations may include the 
following: (1) providing information regard-
ing job vacancies in a form accessible to dis-
abled veterans who are vision or hearing im-
paired, e.g., by making an announcement 
available in braille, in large print, or on 
computer disc, or by responding to job in-
quiries via TTYs; (2) providing readers, sign 

language interpreters and other similar as-
sistance during the application, testing and 
interview process; (3) appropriately adjust-
ing or modifying employment-related exami-
nations, e.g., extending regular time dead-
lines, allowing a disabled veteran who is 
blind or has a learning disorder such as dys-
lexia to provide oral answers for a written 
test, and permitting an applicant, regardless 
of the nature of his or her ability, to dem-
onstrate skills through alternative tech-
niques and utilization of adapted tools, aids 
and devices; and (4) ensuring a disabled vet-
eran with a mobility impairment full access 
to testing locations such that the applicant’s 
test scores accurately reflect the applicant’s 
skills or aptitude rather than the applicant’s 
mobility impairment. 

APPENDIX B TO PART 60–300—SAMPLE 
INVITATION TO SELF-IDENTIFY 

[Sample Invitation to Self-Identify] 

1. This employer is a Government con-
tractor subject to the Vietnam Era Veterans’ 
Readjustment Assistance Act of 1974, as 
amended by the Jobs for Veterans Act of 
2002, 38 U.S.C. 4212 (VEVRAA), which re-
quires Government contractors to take af-
firmative action to employ and advance in 
employment: (1) disabled veterans; (2) re-
cently separated veterans; (3) active duty 
wartime or campaign badge veterans; and (4) 
Armed Forces service medal veterans. These 
classifications are defined as follows: 

• A ‘‘disabled veteran’’ is one of the fol-
lowing: 

• a veteran of the U.S. military, ground, 
naval or air service who is entitled to com-
pensation (or who but for the receipt of mili-
tary retired pay would be entitled to com-
pensation) under laws administered by the 
Secretary of Veterans Affairs; or 

• a person who was discharged or released 
from active duty because of a service-con-
nected disability. 

• A ‘‘recently separated veteran’’ means 
any veteran during the three-year period be-
ginning on the date of such veteran’s dis-
charge or release from active duty in the 
U.S. military, ground, naval, or air service. 

• An ‘‘active duty wartime or campaign 
badge veteran’’ means a veteran who served 
on active duty in the U.S. military, ground, 
naval or air service during a war, or in a 
campaign or expedition for which a cam-
paign badge has been authorized under the 
laws administered by the Department of De-
fense. 

• An ‘‘Armed forces service medal vet-
eran’’ means a veteran who, while serving on 
active duty in the U.S. military, ground, 
naval or air service, participated in a United 
States military operation for which an 
Armed Forces service medal was awarded 
pursuant to Executive Order 12985. 
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Protected veterans may have additional 
rights under USERRA—the Uniformed Serv-
ices Employment and Reemployment Rights 
Act. In particular, if you were absent from 
employment in order to perform service in 
the uniformed service, you may be entitled 
to be reemployed by your employer in the 
position you would have obtained with rea-
sonable certainty if not for the absence due 
to service. For more information, call the 
U.S. Department of Labor’s Veterans Em-
ployment and Training Service (VETS), toll- 
free, at 1–866–4–USA–DOL. 

2. [THE FOLLOWING TEXT SHOULD BE 
USED WHEN EXTENDING THE ‘‘PRE– 
OFFER’’ INVITATION AS REQUIRED BY 41 
CFR 60–300.42(a). THE DEFINITIONS OF 
THE SEPARATE CLASSIFICATIONS OF 
PROTECTED VETERANS SET FORTH IN 
PARAGRAPH 1 MUST ACCOMPANY THIS 
SELF–IDENTIFICATION REQUEST.] If you 
believe you belong to any of the categories of 
protected veterans listed above, please indi-
cate by checking the appropriate box below. 
As a Government contractor subject to 
VEVRAA, we request this information in 
order to measure the effectiveness of the 
outreach and positive recruitment efforts we 
undertake pursuant to VEVRAA. 
[ ] I IDENTIFY AS ONE OR MORE OF THE 
CLASSIFICATIONS OF PROTECTED VET-
ERAN LISTED ABOVE 
[ ] I AM NOT A PROTECTED VETERAN 

[THE FOLLOWING TEXT SHOULD BE 
USED IF REQUIRED TO EXTEND THE 
‘‘POST–OFFER’’ INVITATION DESCRIBED 
IN 41 CFR 60–300.42(b). THE DEFINITIONS 
OF THE SEPARATE CLASSIFICATIONS OF 
PROTECTED VETERAN INCLUDED IN THE 
POST–OFFER INVITATION MUST ACCOM-
PANY THIS SELF–IDENTIFICATION RE-
QUEST.] 

As a Government contractor subject to 
VEVRAA, we are required to submit a report 
to the United States Department of Labor 
each year identifying the number of our em-
ployees belonging to each specified ‘‘pro-
tected veteran’’ category. If you believe you 
belong to any of the categories of protected 
veterans listed above, please indicate by 
checking the appropriate box below. 

I BELONG TO THE FOLLOWING CLASSI-
FICATIONS OF PROTECTED VETERANS 
(CHOOSE ALL THAT APPLY): 

[ ] DISABLED VETERAN 
[ ] RECENTLY SEPARATED VETERAN 
[ ] ACTIVE WARTIME OR CAMPAIGN 

BADGE VETERAN 
[ ] ARMED FORCES SERVICE MEDAL 

VETERAN 

llllllllll 

[ ] I am a protected veteran, but I choose 
not to self-identify the classifications to 
which I belong. 

[ ] I am NOT a protected veteran. 

If you are a disabled veteran it would as-
sist us if you tell us whether there are ac-
commodations we could make that would en-
able you to perform the essential functions 
of the job, including special equipment, 
changes in the physical layout of the job, 
changes in the way the job is customarily 
performed, provision of personal assistance 
services or other accommodations. This in-
formation will assist us in making reason-
able accommodations for your disability. 

3. Submission of this information is vol-
untary and refusal to provide it will not sub-
ject you to any adverse treatment. The in-
formation provided will be used only in ways 
that are not inconsistent with the Vietnam 
Era Veterans’ Readjustment Assistance Act 
of 1974, as amended. 

4. The information you submit will be kept 
confidential, except that (i) supervisors and 
managers may be informed regarding restric-
tions on the work or duties of disabled vet-
erans, and regarding necessary accommoda-
tions; (ii) first aid and safety personnel may 
be informed, when and to the extent appro-
priate, if you have a condition that might re-
quire emergency treatment; and (iii) Govern-
ment officials engaged in enforcing laws ad-
ministered by the Office of Federal Contract 
Compliance Programs, or enforcing the 
Americans with Disabilities Act, may be in-
formed. 

5. [The contractor should here insert a 
brief provision summarizing the relevant 
portion of its affirmative action program.] 

APPENDIX C TO PART 60–300—REVIEW OF 
PERSONNEL PROCESSES 

The following is a set of procedures which 
contractors may use to meet the require-
ments of § 60–300.44(b): 

1. The application or personnel form of 
each known applicant who is a protected vet-
eran should be annotated to identify each va-
cancy for which the applicant was consid-
ered, and the form should be quickly retriev-
able for review by the Department of Labor 
and the contractor’s personnel officials for 
use in investigations and internal compli-
ance activities. 

2. The personnel or application records of 
each known protected veteran should include 
(i) the identification of each promotion for 
which the protected veteran was considered, 
and (ii) the identification of each training 
program for which the protected veteran was 
considered. 

3. In each case where an employee or appli-
cant who is a protected veteran is rejected 
for employment, promotion, or training, the 
contractor should prepare a statement of the 
reason as well as a description of the accom-
modations considered (for a rejected disabled 
veteran). The statement of the reason for re-
jection (if the reason is medically related), 
and the description of the accommodations 
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